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The  B«oord8  Unit  is  reeponsibl®  for  the 
orderly  maintenance,  control  end  retire- 
ment of  the  records  accumulated  ty  the 
Jood  Distrihution  Mmini  strati  on. 

In  order  to  retain  the  confidence  of  the 
officials  we  eerre ,  we  muet  at  all  times 
he  efficient,  courteous  end  uniform  in 
our  methods. 

The  procedures  outlined  herein  are  de- 
signed to  accomplish  this  efficiency 
and  uniformity,  and  insure  an  orderly 
record  of  the  communications  of  the 
Adminis1*ration. 
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ARRANGEMENT  OF  FILE  ROOM 


The  physical  arrangement  of  file  sections,  and  the  desks,  tables,  etc. 
of  the  files  personnel  has  a  pronounced  influence  on  the-  degree  of  work 
efficiency.    Also,  the  appearance  of  the  file  room,  both  in  its  entirety, 
and  in  regard  to  items  within  the  room  should  always  be  of  the  highest 
possible  order.    The  following  instructions,  while  covering  fundamentals 
which  are  well  known,  should  be  carefully  observed: 

1.  Office  Arrangement.    Each  employee  should  be  assigned  between 
US  and  55  square  feet  as  desk  area.    Filing  cabinets  should  be 
arranged  in  facing  rows  with  a  minimum  aisle  of  36  inches, 

2.  Work  Flow.    The  arrangement  of  the  furniture  and  equipment 
within  the  file  room  should  be  such  that  the  work  flow  is 
continuously  forward. 

3.  Lighting .    Desks  and  tables  should  be  so  placed  that  the  persons 
seated  at  them  receive  the  fullest  benefit  from  natural  light. 
File  sections  should  be  so  arranged  that  natural  light,  falls 
across  the  drawers  frcan  either  side. 

BuJTied  out  or  dim  light  bulbs  should  be  promptly  replaced.  The 
proper  wattage  should  be  determined  for  the  room  concerned,  and 
the  use  of  bulbs  of  less  wattage  avoided. 

Arrangements  should  be  made  to  have  light  shades  or  globes  kept 
clean. 

U.    Trays .    Desk  trays  should  all  be  clearly  labelled.    Such  labels 
should  be  specific,  so  as  to  easily  identify  the  contents. 

5.    Orderliness .    Tops  of  file  sections  should  be  kept  absolutely  clear 
at  all  times.    Material  left  on  tops  of  desks  and  tables  overnight 
should  be  neatly  stacked,  and  weighted  dovm.    The  accumulation  of 
supplies,  forms,  etc.  on  the  floor  or  in  corners  should  not  be 
permitted.    The  general  principle  of  "A  place  for  everything,  and 
everything  in  its  place"  should  be  adhered  to. 


SORTING  PROCEDDRi: 


The  comBiaiilcatioiia  rec^ved  at  the  sorting  desk  in  Hoom  2744  include  the 
following: 

1.  Carbons  of  all  outgoing  comauni cations. 

2.  Returned  previously  charged-out  material, 

3.  IncoBdng  commtmi cations  from  Branches  and  Sivisioiu  -which 
re<juired  no  reply. 

The  carbons  of  outgoing  communications  are  received  from  the  Mail  and 
Vise  rooms  and  sorted  alphabetically  on  the  alphabetical  side  of  the 
sorting  ra(dc. 

vrhen  this  is  acconiplished,  jbhe  commtmi  cations  in  each  letter  of  the 
alphabet  are  sorted  by  dictator,  Branch  and  Division  on  the  project 
side  of  the  sorting  rack.    This  sorting  is  based  on  lists  of  dictators 
furnished  the  sorters. 

Material  that  is  not  filed  in  the  Records  Unit  or  which  should  be  sent 
to  9ub->Units  located  elsewhere  in  the  South  Building  or  innex  is  dls~ 
patched  iomedlately  to  the  Branch  or  Sub-Unit  responsible  for  its  custody. 

The  sorters  will  deliver  to  each  Sub-Ifoit  supervisor  the  material  for 
which  the  9ub-Thxit  ie  responsible. 

Any  uafamiliar  communications  received  at  the  .sorting  desk  should  be 
loaediately  referred  to  the  Heed  of  the  Records  Unit. 

The  personnel  of  the  sorting  desk  will  be  available  to  assist  the 
9ub-T3^ta  in  any  arrangement  needed  after  the  initial  delirery  of 
coaBnanicati  ona  • 
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CLASSIFIING  INSTRUCTIONS 
Subject-Numeric  Intern 


HOT  TO  CUSSIFr 

The  principle  of  the  file  classifications  listed  in  the  following  page* 
is  based  on  the  following: 

1«    Primary  Sub.leots^    These  are  arranged  in  alphabetical  order, 
and  represent  the  programs  and  related  functions  of  our 
Administration.    Rubber  stamps  are  used  to  place  ttiese  primary 
subjects  on  communicationsa 

2.    Secondary  Subjects,   under  each  primary  subject  are  listed  its 
important  variations.    In  order  to  speed  up  both  classifying 
and  filing,  these  secondary  subjects  are  given  numberai  for 
example  I    "PERSONNEL  —  Promotions  and  Demotions"  is  coded 
"PERSONNEL  I4."  on  the  communications  concemed.    A  red  pencil 
is  used  to  place  these  numbers  on  communications,  immediately 
below  the  stamped  primary  subject. 

3«    Tertiary  Subjects*   Under  each  secondary  subject  are  listed 
its  important  variations.    To  each  is  given  an  appended  number! 
for  example;    "CCMMUNICATIONS  —  FILES  SYSTEM"  is  coded 
"CCIMJNIGATtONS  1-2"  on  the  communications  concerned. 

4»    In  instances  -Hbevs  a  further  breakdown  of  subjects  is  desirable, 
an  ;E?)pended  letter  is  added.    This  letter  is  the  first  letter 
of  the  subject  it  represents;  for  example:    "TRANSPORTATION  — 
PASSENGER  —  Letter  of  Authorization  —  Requests  for"  is  coded 
"TRANSPORTATION  2-4-R". 

5.    Individual,  or  "case"  files  should  be  classified  by  stanping 
the  major,  or  primary  subject,  and  circling  with  i*ed  pencil  th« 
name  under  which  the  case  is  set  up. 

6m    Classifications  are  placed  in  the  upper,  right-hand  comer  of 
subject  file  copies  of  communications]  in  the  lower,  right-haid 
comer  of  alphabetic  file  copies.    This  should  always  be  done 
as  neatly  aid  clearly  as  possible. 

?♦    Detemine  the  major  subject  cf  the  material  to  bo  Classified, 
such  as  "PRINTING",  "FISCAL",  "PERSONNEL",  etc.,  then  deteimlia 
minor  subject. 

yQien  communications  contain  more  than  one  major  subject,  classify 
and  file  under  first  subject  mentioned,  placing  Correspondence 
Reference  Form  (AD-170)  under  the  other  subjects  mentioned. 


8.  "Case"  Files.    Communications  relating  to  a  person  or  a 
specific  case  should  be  classified  for  filing  in  that  case 
file.    Examples  of  this  type  of  case  are:    Contracts  (by  name 
of  contractor),  individual  LA  files  (by  name  of  individual) ^ 
office  space  (by  name  of  torni  and  building),  etc.    Thus,  bids 
for  office  space  in  Los  Angeles  would  be  filed  in  the  folder 
"Los  Angeles"  under  the  primary  subject  "Space". 

9.  Changes  of  Sub.ject.  ^It  is  important  that  all  files  be  accurate 
and  complete.    Especial  care  should  be  exercised  -when  a  chain 
of  correspondency' deviates  from  the  original  subject.  If 
subsequent  correspondence  developes  a  change  in  the  original 
-classification,  a  Correspondence  Reference  Foim  (AD-170)  should 
be  placed  in  the  file  Twhere  the  previous  material  has  been 
removed. 

10.  Previous  Communicationa.    In  every  case  ■vdieiTe  a  conmninication 
refers  to  a  previous  communication,  the  classifier  should  under- 
score or  check  -with  a  red-pencil  the  reference  made.    This  will 
indicate  to  the  file  clerk  that  he  should  bring  forwai^^he 
communication  referred  to,  and  all  other  communications  in  the 
same  chain,  thus  keeping  the  "case"  together  for  ready  reference.  , 

11.  Manual  Changes.    No  additions  to,  or  cihanges  in  the  classification 
manual  may  be  made  without  the  prior  approval  of  the  Head  of  the 
Records  Unit. 
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FILING  INSTRUCTIONS 


Subject-Numeric  System 


A  yBllcw  and  green  or  pink  copy  of  all  outgoing  conmrunications  are 
required  by  the  Records  Unit  for  filing  purposes. 


SUBJECTIVE  FILING 


The  yellow  copy  to  gether  with  incoming  communication  and  supporting 
data  fona  the  subject  file* 

The  file  cleik  is  governed  by  the  rubber  stamp  impressions  and  red  pencil 
marks  made  by  the  classifier.    These  marks  should  be  clear  and  definite. 

The  material  for  filing  may  be  arranged  in  a  savasort  or  given  to  the 
sorter  for  arrangement.    It  must  be  thoroughly  organized  by  a  file  clerk 
before  taking  it  to  the  filing  sections  to  prevent  "back-tracking". 

The  subject  files  should  be  set  up  in  accordance  vrith  the  major  and  minor 
subjects  and  classifications  in  the  Manual  with  appropriate  guides. 

Each  folder  should  bear  the  major  classification,  numei^  and  minor 
classification,  in  this  order. 

Communications  should  be  filed  chronologically  ,in  each  folder  with  the 
latest  date  on  top. 

The  file  clerk  will 

(1)  prepare  the  Charge  Out  Card  (Form  M&.-236). 

(2)  staple  the  communication  to  the  Backing  Sheet  (Form  FDA-518). 

(3)  file  the  Charge  Out  Card. 

(4)  remove  the  Backing  Sheet. 

(5)  void  the  Charge  Out  Card. 

(6)  file  the  returned  ccmmunication. 

ALPHABETICAL  FILING 

The  green  or  pink  copies  of  outgoing  connminications  are  filed  alpha- 
betically by  addressee  and  chronologically  with  the  latest  date  on  top. 

HOW  TO  CLASSIFT 


Classify  by  name  of  individual,  unless  a  Ccmpany,  Bureau,  University, 
State,  Office,  etc.,  is  also  included  in  the  address,  then  disregard 
the  name  of  the  individual  and  classify  by  Company,  Bureau,  etc. 

The  classifier  indicates  the  classification  to  the  file  clerk  ty  drawing 
a  red  penciled  line  on  the  carbon  or  writing  with  red  pencil  upon  it. 
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HOW  TO  ARRANGE 


Arrange  alphabetically  from  A  to  Z,  and  chronologically  with  latest 
date  on  top. 

HOW  TO  FILL 

The  file  guides  and  folders  are  arranged  in  the  file  sections  alpha- 
betically from  A  to  Z. 

When  an  individual  or  Ccmpany  accumulates  fire  conmrunications ,  a  special 
folder  should  be  made  and  a  iirhite  sheet  with  the  name  of  the  individual 
and  the  words  "Special  Folder"  inserted  in  the  general  folder  in  place 
of  the  removed  communications. 

There  are  three  types  of  ooranrunications  which  are  kept  together  within  the 
A  to  Z  breakdown. 

1.  Gcaniminications  addressed  to  two  or  more  addressees  known  as 
"Book"  or  "Blanket"  comraunications.    Two  folders  should  be 
made  representing  each  Branch,  Division  or  Administrative 
Office  dictating  the  conmunicationj  for  example: 

a.  "Book  Letters  and  Memoranda  —  Fruit  and  Vegetable 
Branch" 

b.  "Book  Wires  —  Fruit  and  Vegetable  Branch" 

The  folders  and  guide  cards  should  be  placed  in  their  proper 
aljAiabetic  position  under  "B". 

2.  Comraunications  addressed  to  our  Regional  and  Field  Offices 
should  be  placed  in  folders  behind  regional  guide  cards 
arranged  alphabetically  by  Regionj  for  example: 

a*    Great  Lakes  Region,  Midwest  Region,  Northeast  Region, 
etc. 

b.    Behind  the  Great  Lakes  Region  guide  card  a  folder 

should  read  "Great  Lakes  Region  —  E.  0.  Pollock",  etc. 

The  folders  and  guide  cards  should  be  placed  in  their  proper 
alphabetic  position  under  "R". 

3.  Communications  addressed  to  intradepartmental  or  interdepart- 
mental Departments,  Bureaus,  Sections,  Divisions,  etc.  This 
is  known  as  the  "U.  S.  Department  of  Agriculture"  file  and  the 
"U.  S.  Government"  file. 

The  folders  and  guide  caj^is  should  be  placed  in  their  proper 
alphabetic  position  under  "U". 
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FOLDERS 


The  fine  clerk  should  list  daily  the  exact  infoimation  Trhich  he  desires 
typed  on  folders.    This  list  diould  be  subnitted  to  Mrs.  Schmedegaard, 
Rocm  2744,  "nho  has  charge  of  the  typing  and  is  custodian  of  the  folders. 

CHARC3E-0UTS 

No  ailj^habetic  copy  may  be  charged  out  at  any  time* 
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DIAGRM*  OF  FIIE  DRAWER 


NOTE: 


Fifth-cut,  center-position  guides,  bearing  the  minor  subject  code 
numbers  should  be  added  when  major  subjects  material  becomes  of 
sufficient  size. 

Fifth-cut,  right-position  guides  should  be  added  to  the  portions  of 
" PERSONNEL",  "TRANSPORTATION",  etc.  which  may  require  alphabetizing. 

Uniform  tabulation  should  be  used  in  typing  folders,  so  that  major 
and  minor  subjects,  code  numbers,  etc.  fall  into  a  direct  line  down 
^  the  file  drawer. 

Folders  should  not  be  permitted  to  expand  beyond  normal  capacity. 
^  When  additional  folders  are  needed  for  an  identical  subject,  show 

date  breakdown  on  folder  tab. 


COOPERATION 


COOPERATION 


2-2 


Dept.  of  Agrinulturft 


Forest  Service 


COOPERATION 
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Farm  Security  Administration 


Other  Government  Agencies 


ON' 


^  COIMJNICATIONS 


Outside  of  Government 


COMfUNICATIONS 


COmiUNICATIONS 


1-2-R     Regional  Offices 


1-2-F     Field  Offices 


System 


Reports 


Mailing  Lists 


Classification 


AUTHORIZATIONS 


Administer  affidavits 


AUTHORIZATIONS 


1-U 


Distribution  of  checks,  bonds 


AUTHORIZATIONS 


1-3  Attend  meetings 


1-2  Approval  of  vouchers 


1-1  Approval  for  advance  of  funds 
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AIPHABETIO  yiLIUO 


I.    Greoaeral  Bules 


1.  General  A  -  Z  aefjaence  of  lettera.    Arrange  all  material  in 
A  -  Z  se(jaence  of  letters  to  th.e  last  letter  of  the  word, 
considering  each  word  separately. 

Amer,  Walter  J. 
American.  Can  Co. 
i^ericana  Art  Co. 
Amerman,  A. 

2.  Hyphenated  names. 

a.    Hyphenated  names  are  treated  as  one  word. 

Decatur 

Deckelhaum 

Deckel-Kni^t 

1).    Words  that  are  sometimes  h^henated  and  sometimes  not, 
are  filed  always  as  one  word. 

Cooperative  Market 
Co-op eratiTe  Service  Station 
Interstate  Canning  Co. 
Inter- State  IJarsertes 

3.  Hames  consisting  entirely  of  initials.    Names  consisting  entirely 
of  initials,  file  ahead  of  all  other  names  heginning  with  the 
same  letter. 

W  M  A  L 
W  R  C 

Warren,  S.  B. 
Woodward,  C, 

4.  Ahhreviations.    Pile  all  ahhreviations  as  though  spelled  in  full. 

Ass'n.  as  Association 

Co.  as  Company 

Geo.  as  George 

Jas.  as  James 

Nat'l.  as  National 

St.  as  Saint 

U.  S.  as  United  States 


r 


5.  Names  that  Include  numer^la.  Numerals  included  in  names  are 
filed  as  if  spelled  in  full,  with  the  numeral  treated  as  one 
word,  (See  also  #2  ahove.  "Hyphenated  names,"  aad  #4  ahove, 
"Ahhre-Tiations") 

Brown,  John  Jr. 
Brown,  John  Sr. 

Brown,  John  3rd  (Brown,  John  Third) 

42  Broadway  Corporation  (Forty- two  Broadway 

Corporation) 

14th  Street  Store  (fourteenth  Street  Store) 

6.  Articles.  con.iunctiona.  -prepositiong.    Articles,  conjunctions, 
prepositions,  such  as  "a",  "an",  "the",  "and",  "of",  ""by",  "for", 
"from",  "to",  etc.,  are  disregarded  in  filing  "but  not  omitted  in 
writing  titles. 

Woodward,  Julia 
Woodward  and  Lothrop 
Woodward,  William 

7.  Names  "beginning  with  descri-ptire  words.    Thene  should  "be  inverted 
so  the  main  words  come  first. 

Agricultural  Sconomics,  Bore^  of 
American  University,  Trustees  of 
Brown,  John,  Estate  of 


II.    NAMES  OF  INDIVIDUALS 

1.    Writing  and  filing.    In  folder  titles  and  in  filing,  transpose 
names  of  individuals,  considering  srumame  first,  than  given 
name  or  first  initial,  and  then  middle  name  or  middle  initial, 
if  any.    Keep  in  mind  the  fact  that  in  filing,  an  initial  precedes 
a  name  "be^nning  with  the  same  letter  as  the  initial  and  a  name 
without  an  initial  precedes  all  others.    When  there  are  two  or 
more  initials,  file  as  thou^  ^ch  initial  were  a  word. 

Lee 

Lee,  A. 

Lee,  Alice 

Lee,  Alice  M. 

Lee,  B. 

Lee,  B*  C. 

Lee,  B.  John 

Lee,  B,  W. 

Lee,  Ben 

Lee,  Ben  S. 
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2.  A  woman'  8  legal  Dame.    A  woman'  a  legaX,  waam  csxmsdiaitbffi  asM:  Bosar  mm. 
Chrlatian  name  plua  her  surname.    If  tlMae  lis  Knoncm  jiU  tfftT!rmn(fi 

"be  uaed  for  folder  title  and  for  filtoi©. 

Brown,  Sarah  -  not  Brown,,  JSaflna  Htae.. 

If  she  uses  her  baahand'  a  name  only,  Iffbegn  "Kbaa-'"  mnorifc  Tbm 
part  of  the  folder  title  and  he  conai!i£eszQ&  ISm  SSMm^. 

Brown,  John 
Brown,  John  Mr a. 
Brown,  Sarah 

3.  Tltlea. 

a.    Titles  of  individual  a  aach  aa  CapjWIm,,  dMkmeSl,,  IIfa#nr» 
Mr.,  and  Dr.  are  diaregarded  in  ffHTHtniE ^BJacEL  nftrmiM. ncDtfc Ijes 
uaed  in  folder  titlea.    Major  Bern  abdit&  aaxda  Qlk^MSm  lEE^ 
A.  Skoith  would  he  claaaified  and  :0ni3£  sas  j^ooDIkniic:: 

Smith,  Ben 
Smith,  Ben  A. 

h.    Bat  certain  ahhreviated  deaignatfmrai  af^bm.  ntriTtamndl  tboD 
aa  titlea,  auch  aa  Jr.,  Sr.,  "3rdf"„ 
he  disregarded  in  filing  and  ahoii3£ £xn  Si3^EieBtr 
titlea. 

Sknith,  Alhert  Jr. 
Sttdth,  Alhert  Mr  a. 
Sknith,  Alhert  Sr. 

Smith,  Alhert  3rd  (See  alac^  IL,,  SJj) 

4.  Prefixea.    Individ-ual  name  prefixes  are  asm^o^SearsA  aem  fSmttl&rps 
single  worda  with  the  aumamea  to  which  Itbe^  smsb BaiH^llBmiL  It 
partial  liat  of  auch  prefixea  followa  His^M^asr  y^Wa  ssjobeb 
examplea  of  correct  filing  arrangemente. 


D'  EL 
Da  L' 
de  La 
Dea  Le  "mm 

Du. 

Damon,  Rohert 

D'mia,  TrsLiik  (Diaregard  api 
Vance,  Charlea 
Van  Der  Linde,  Arthur 
Van  De  Venter,  William 
Venn,  John 
Van  Sant,  Thomaa 
Vanta,  Aadrew 


0 


( 


Hames  tsgiming  with  tlie  prefix  "Mo"  or  "Mac"  shall  "b@  filed 
aa  written. 


MacSonald 
Martin 
McBridi* 
Melton 

for  Spanlflh  prefixes  see  #5A  'below,  on  Spanish  naaes. 

^*    9t;>aaiBh  names. 

a.    In  general »  the  Spanish  masculine  name  is  found 
in  the  following  order; 

(1)    Christian  name 
(3)    father's  name 
(3)    Mother's  name 

In  accordance  with  our  general  rule*  this  t^e 
of  name  will  file  under  the  name  of  th.e  father, 
treating  the  mother' s  ziame  as  a  hyphenated  adjxinct. 

Manuel  Qarcia  Lopez 
file 

Qarcia  Lopez,  Manuel 

2.  Hames  which  contain  the  conjunction  "y"  ("and")  or 
idiich  are  hyphenated  will  he  treated  as  ahoYe. 

Manuel  Garcia  y  Lopez 
file 

Garcia  y  Lopez,  Manuel 
or 

Manuel  Garoia-Lopez 
file 

Garcia>Lopez ,  Manuel 

3.  It  only  two  names  are  given,  filing  will  "be  hy  the 
last  name. 

Manuel  Garcia 

file 
Garcia,  Manuel 


4.    rq|[nlT)iT^?  mP99 


a.    The  names  of  unmarried  women  are  treated  easaotly 
like  mafcoLl&e  names,  as  In  Section  A  1  above. 

"b.    Married  women  assume  the  name  of  the  hus1>and  laj 
adding  his  name  with  the  prefla;  "de"  ("of")  to 
their  own  names.    These  are  filed  imder  the 
husband's  name. 

Senorita  Carmen  Mar(ju.ez  He^r  (filed  Mar^ez  Rejr, 
Carm^)  if  married  to  Maxoiel  Qarcla  Lopez  would 
'become  Carmen  MarQ(aez  Hey  de  (Jaxcia 

file 

Garcia,  Carmen  Kar(jaez  Hey  de 

0.    The  con;)unction  "y"  or  the  hyphen  are  treated 
the  same  as  in  masculine  names. 

d.    The  title  "Vda"  ("Vidow")  before  a  feminine 
name  may  be  n^ected  in  filing.    It  is  similar 
to  Senor,  (Mr.),  Senora  (Mrs.),  Senorita  (Miss), 
etc.    However,  it  may  change  the  order  in  which 
the  name  is  written. 

Tda.  Carmen  Martjuez  Hey  de  Garc^  may  also 
be  written  Carmen  Marc|uez  Hey,  7da.  de  Qarcla 

In  either  case,  it  will  be  filed  as  In  4b  aljove. 

B.    Chinese.  Ja-panese.  and  Indian  names.    Chinese,  Japanese 
and  Indian  names  should  be  filed  as  written,  except  that 
those  in  which  an  English  given  name  is  used,  should  be 
filed  in  accordance  with  preceding  rules. 

Tu  Mancha 
Woo,  Charles 
Wixn  lAmg 


III.    mm  OTSM  THAII  IHDITIimL 

1.    Association^,  corporations,  etc. 

a.    "Saxnea  of  associations  and  coiporation»  should  always  be  filed 
as  written,  except  where  first  names  and/ or  initials  are  present, 
observing  the  rule  governing  articles,  conjunctions,  etc.,  I,  6. 
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Harris  Bros. 
Harris,  Jones,  and  Co. 
Harris,  Earl  ?.  and  Co. 
Harris  and  Rodman 
Harris  and  Sons 

"b.    Vlhon  either  the  word  "Humber"  or  the  number  sign  Is 
Included  In  the  name  of  an  association,  corporation,  etc., 
(as  Indicated  by  the  letterhead),  disregard  It  In  filing. 

farmers  Union  Number  3 
file 

Farmers  UMon  Three 

c.  Associations,  corporations,  etc.,  vdth  "branch  offices. 

All  "branch  offices  are  filed  tinder  the  main  office.  Wbere 
the  relationship  Is  not  clearly  Indicated,  the  "branch  office 
may  be  filed  under  Its  ovm  name. 

d.  Correspondence  with  associations,  corporations,  ©tc. 

Hie  -under  the  name  of  the  company  as  indicated  "by  letter- 
head, or  signature,  or  address  on  outgoing,  with  necessary 
cross-references.    Always  cross-reference  the  writer's  name, 
or  addressee*  8  on  outgoing,  and  such  other  names  as  are 
necessary.    These  instructions  apply  to  personal  letters 
written  "by  individuals  on  company  letterheads;  "but  they  do 
not  apply  to  indi-viduals  written  in  care  of  an  organization; 
or  to  individuals  writing  on  hotel  stationery,  unless  it  is 
clear  that  the  individual  is  an  officer  of  the  hotel. 

1.  Letter  from  John  Brandt,  President  of  Land  0'  Lakes 
Creameries,  Inc.,  ahout  Land  0'  Lakes  affairs,  file: 
Land  0'  Lakes  Creameries,  Inc.,  and  cross-reference: 
John  Brandt. 

2.  Personal  letter  from  James  Brown  on  Land  0'  Lakes 
Creameries,  Inc.,  letterhead,  file:    Land  0*  Lakes 
Creameries,  Inc.,  and  croBs-ref erence:    James  Brown. 

3.  Letter  to  James  Brown  in  care  of  Land  0*  Lakes  Creameries, 
Inc. ,  file:    James  Brown. 

4.  Letter  from  James  Brown  on  Hotel  New  Yorker  stationery, 
file:    James  Brown,  "but  do  not  cross-reference  Hotel 
New  "Jorker. 
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5.    Letter  from  James  BroirfH  on  Hotel  New  Yorker  etatioaery 
^ere  he  i«  listed  as  an  officer,  file^    Hotel  lew  Yerker, 
and  cross-reference:    James  Bro-wn. 


2.  Institutions,  homes,  hogpitals.  etc.    These  should  "be  filed  as 
written,  except  viien  first  names  and/ or  initials  are  present, 
with  addresses  given  in  folder  titles. 

Alexander  Hamilton  Institute 

George  Washington  University  Hospital 

Crittenden  Home,  Florence 

3.  Schools  and  Tftiiveraities.    These  will  usually  file  under  the 
titles  given  in  the  Education  Directory,  parts  III  and  IV.  The 
one  exception  is  that  in  state  schools  the  name  of  the  state 
will  "be  used  first  in  the  title  regardless  of  how  it  is  written 
in  the  Education  Directory. 

4.  HamQS  nMch  may  he  written  either  as  one  word  or  two,  such  as 
fiortl^  west,  south  western,  etc.  These  should  he  filed  as  one 
word,  no  matter  how  written. 

Korth  Side  Service  Station 
Korthrup  Preston  Co. 
North  West  Realty  Co. 
North  West  Sales  Co. 

5.  Compound  geographic  or  location  names.    These  are  filed  as 
separate  words. 

New  Jersey 
New  York 
Newark 

West  Virginia 
Westhrook 

6.  Banks  and  trust  companies  where  more  than  one  of  the  same 

a.    Names  of  hanks  and  tiust  companies,  etc.,  should  he  filed 
as  written,  except  ^dian  first  names  and/or  initials  are 
present,  and  in  alphahetic  order,  giving  address  (city  and 
state)  in  folder  title.    When  more  than  one  is  found  with 
same  name,  file  first  hy  name;  th^  hy  location;  city,  then 
state. 


Farmers  and  Mechanics  Bank,  Oxford,  Ohio 
First  National  Bank,  Chicago,  111. 
First  National  Bank,  New  York,  N.  Y. 
First  State  Bank,  Chicago,  111. 


f 
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First  State  Bask,  Coltuabus,  Ga. 

nrat  State  Bank,  Coltunlnis,  Ohio 

Pirat  State  Bank,  New  York,  N.  Y. 

Slaher  Trast  Co.,  J.  L. 


"b.    Branch  hanks  will  he  filed  with  the  main  hank. 

7.    House  organs  and  oth<?r  glw^^lar  lauhli cations.    These  will  he  filed 
ttnder  the  names  of  the  organizations  issuing  them,  with  cross- 
references  under  the  names  of  the  pahlications. 

6.    Government  departments  and  independent  agencies. 

a.    Use  the  names  of  hureaa,  etc. ,  as  shown  in  the 
Congressional  Mrectory. 

h.    Field  offices  file  under  the  name  of  the  department  of 
which  they  are  a  part.    (This  includes  Agricultural 
Izperifflent  Stations.) 

c.  U.  S.  Attorneys  file  hy  state  as  :    "Ohio,  U.  S.  Attorney." 

d.  Postmasters  are  filed  hy  location:    City  or  town  first,  and 
then  hy  state. 


e.    County  agents,  extension  agents  and  home  demonstration 
agents  file  under  their  State  Agricultural  College,  with 
a  cross-reference  under  the  name  of  the  indiTldual. 

9.  State  goTemments;  and  associations,  corporations,  etc..  not  a 
•part  of  the  state  gpyemment  hut  with  the  word  "Stat^"  as  part 
of  the  name. 

a.    In  classifying  and  filing  correspondence  for  state 

governmental  officials  and  officers,  disregard  the  word 
"State"  even  thou^  it  appears  in  the  letterhead.  File 
first  hy  state,  then  hy  significant  part  of  the  name, 
inverting  title  where  necessary. 


Columhus,  6a.,  Postmaster 
Columbus,  Ohio,  Postmaster 
Oxford,  Ind. ,  Postmaster 


Hame 


Classify  and  file  aa; 


Arkansas  State  Insurance 
Commissioner 


Arkansas  Insurance 
Commissioner 


Delaware  State  Board  of 
Agriculture 


Delaware  Agriculture 
Board  of 
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Idaho  State  Department 
of  Agriculture 


Idaho  Agriculture 
Department  of 


lo-wa  State  Secretary 


Iowa  Secretary  of 
State 


(In  this  case  "State"  cannot  "b^  disregarded 
since  it  is  the  name  of  a  department;  note 
merely  the  word  "State"  as  in  other  exaa^les 
glTen.    Letters  to  the  State  Department  will 
file  tinder  Secretary  of  State.) 

State  of  Minnesota  Minnesota  Oovernor 
Governor's  Office 

Ohio  State  Hi^way  Ohio  ^.g^tway  Commission 
Commission 


1).    Where  the  word  "State"  appears  in  the  name  of  an  association, 
oorporationt  etc.,  (as  indicated  hy  letterhead),  hut  the 
organisation  is  not  a  part  of  the  state,  government,  the 
corre^ondence  should  he  classified  and  filed  hy  the  exact 
names  as  indicated  hy  the  letterhead. 


10.  gOTalry  ftpA  glty  ggTgaaSBjjja.-    Riese  file  first  hy  county  or  city 
as  the  case  may  he;  next  hy  state;  and  then  hy  office  or  offices. 


Barnes  County,  Ohio,  Deeds,  Register  of 

Sames  County,  Ohio,  Treasurer 

Birke  County,  IT.  D. ,  Commissioners,  Board  of 

Hardee  County,  71a.,  Axpervisors,  Board  of 

South  Bend,  Ind. ,  Mayor 

Toledo,  Ohio,  Treasurer 


11.  g?""^fnni  of  Commerce.    Barnes  of  chamhers  of  commerce  will  he 
filed  hy  location;  city  and  state,  or  state  if  no  city  given. 


ilahama,  Chamber  of  Commerce 
Boston,  Mass.,  Chamber  of  Commerce 
Chicago,  111.,  Chamber  of  Coimaerce 
Marylcuod  Ghaniber  of  Commerce 
Oxford,  Ind.,  Chamber  of  Commerce 
Oxford,  Ohio,  Chamher  of  Conaierce 
United  States  Chamher  of  Commerce 


game 


Classify  and  file  as; 


Ohio  State  Orange 


Ohio  State  Orange 
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12,  Torelgn  goYeraiaaata.    Hie  these  first  luider  name  of  oooatry, 

follcifed  1)7  name  of  offioe,  i&Tertlxif  suoh  phrases  as  *'!)0partEii^t 
of,  "DomiJiloa  of  Canada,  Department  of  AgrioAltsTtj^  woiild  oe  S^st 
tgp  sad  filed  as: 

Cacada,  Agricultiire,  Department  of 
( applying  only  to  non-Vederal  grovqps) 

Shese  \dll  file  first  hy  location,  if  igiren,  and  then  the 
si ^f leant  part  of  the  name.    In  classifying  such  corres- 
pondence, the  complete  address,  as  far  as  a^vallaMa,  should 
he  sLYen:    City  and  state  or  county-  and  state,  etc. 

Xiwanis  Club  of  Minnea^olle,  file: 
Minneapolis,  Minnesota,  Kivanis  Olti^ 

Board  of  lire  Underwriters  of  the  Pacific,  filet 
Pacific  fire  tJndervrlters,  Board  of 

Cozamission  pf  Puhlio  Oooks  of  Portland^  Oregcm,  fil@: 
Portland,  Oreipon,  Pahlio  Docks,  Oomniesion  of 

Council  for  Social  Action,  file: 
Social  Action,  Council  for 


( 
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ATTACHING  OF  PREVIOUS  COMMUNICATIONS 


The  mail  rocm  will  send  to  the  Records  Unit  incoming  conmunications  of 
two  types,  prior  to  their  delivery  to  addressees: 

1.  Those  on  which  the  routing  is  shown  and  which  have  the 
notation  "ATTACH  PREVIOUS"  checked  in  the  routing  stamp 
block. 

The  file  clerk  should  remove  from  the  subject  files  the 
previous  communications  needed  to  complete  the  case  and 
attach  them  and  the  incoming  communication  to  a  backing 
sheet.    The  usual  charge-outs  should  be  made  to  cover  all 
previous  communications  removed  from  the  files. 

2.  Those  on  which  the  routing  is  NOT  shown  and  the  notation 
"ATTACH  PREVIOUS"  is  NOT  checked. 


The  file  clerk  should  refer  to  previous  communications  to 
determine  the  proper  routing,  and  should  write  the  routing 
in  the  routing  stamp  block.    Should  the  Branch,  Division  or 
Administrative  Office  be  one  which  requires  that  previous 
communications  be  attached*,  this  should  be  done,  as  in 
type  1.    The  notation  ."ATTACH  PREVIOUS"  in  the  routing 
stamp  block  should  be  checked  by  the  file  clerk  in  such 
cases.    The  usual  charge-outs  should  be  made  to  cover  all 
previous  communicatic^s  removed  from  the  files. 

NOTE:    These  communications  should-  all  be  sent  to  the  Head  of  the 

Records  Unit  who  will  determine  which  Sub-Unit  the  ccmiminication 
should  be  referred  to.    They  will  be  placed  in  a  special  tray 
marked  "PREVIOUS  COMMUNICATIONS"  in  Room  2722,  and  their  handling 
takes  precedence  over  all  other  records  work.    After  clearance 
they  mnist  be  returned  to  the  box  in  Room  2722  where  the  routing 
clerk  will  pick  them  up. 

♦A  list  of  such  Branches,  Divisions  and  Administrative  Offices 
is  available  at  the  porting  desk. 
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TELEPHONE  HABITS 


When  you  talk  over  the  telephone  you  represent  the  Administrative 
Services  Division  and  on  outside  calls,  you  represent  the  Department. 
Your  telephone  manners  and  tone  of  voice  should  create  a  good  Impression 
and  obtain  the  good  will  of  the  person  at  the  other  end  of  the  line. 

The  following  shall  be  the  telephone  policy  of  the  Records  Unit: 

1.  Answer  the  telephone  promptly. 

2.  Identify  yourself .    Do  not  say,  "Hello  I",  "Yes?",  or  "Central 
HTiP~  

Example  of  proper  answer: 

"F.D.A.  Records  -  Mrs.  Baumann" 
or 

"Records  Unit  -  Miss  Mellgren" . 

3.  Speak  distinctly  in  an  interested,  cheerful  tone, 
U.    Be  courteous. 

5.  Handle  the  .call  yourself.    Do  not  pass  the  buck.    It  is  very 
irritating  to  repeat  a  request  to  several  different  people. 
The  call  may  not  refer  to  your  particular  work,  but  if  possible 
give  the  information  or  tell  the  party  you  will  get  it  for  them. 
"When  you  give  them  the  information,  tell  them  courteously 

that  hereafter  they  may  call  such  and  such  a  number  for  similar 
information. 

6.  Do  not  keep  people  holding  the  line .    If  the  request  is  taJcirilt 
longer  than  you  anticipated,  offer  to  call  back  and  do  so 
promptly. 

If  the  above  rules  are  put  into  effect,  we  will  ?rin  a  reputation  for 
courteous,  prompt,  and  businesslike  service. 
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STORAGE  OF  HECOBDS 


Personnel  W-vislon  Menoranduin  No»  6  placed  with  the  Records  TJnit  the 
reeponaihility  for  planning  and  executing  the  retirameni;  and  storage 
program  for  the  records  of  the  Administration,  and  for  furnishing 
aervice  on  them.    The  personnel  of  the  Records  Unit  in  direct  charge 
of  the  retirement  and  storage  of  all  records  of  the  Food  Distrihution 
Administration  is  aS  follows: 


N^e 

Extension 

Room 

Mrs.  Peacock 

4964 

2741 

Mr.  Sechiel 

5077 

2734 

Mr.  Potter 

2720 

4854 

Mr.  Grlenn 

2720 

4854 

1.    Records  Unit  Material  for  Storage; 

a.  At  the  close  of  each  fiscal  year,  each  Suh-Unit  should  indicate 
which  portions  of  its  records  should  he 

(1)  Retired  to  semi-active  storage 

(2)  Placed  in  the  custody  of  the  National  Archives 

(3)  Disposed  of  through  sale  or  destruction 

Note:  Communications  may  be  retained  in  the  file  room 
and  considered  as  current  records  for  three  years. 

b.  Records  of  a  semi-active  nature  should  be  removed  from  active 
records  and  placed  in  a  locality  where  they  will  be  available 
without  excessive  delay.    Such  records  should  be  placed  in  trans- 
fer cases  or  on  shelving,  whichever  is  determined  suitable  for 
the  class  of  records,  and, 

(1)  Each  transfer  case  or  shelf  must  be  plainly  numbered 

(2)  3x5  index  cards  must  be  prepared,  describing  the  material 
and  referring  to  the  transfer  case  or  shelf  and  room  in  which 
it  is  located. 

(3)  Cross-reference  entries  should  be  made  in  a  storage  records 
ledger  book,  arranged  by  transfer  case  or  shelf  number. 

(4)  Arrangements  should  be  made  with  the  Procurement  Section  for 
the  removal  of  the  records  to  the  storage  space. 

c.  Records  of  an  inactive  nature  and  which  are  of  administrative 
and  historical  value  and  merit  preservation  should  be  reported  to 
the  National  Archives  as  follows: 

(1)  Prepare  transmittal  memorandum  to  the  Office  of  Plant 
and  Operations  of  our  Department. 

(2)  Five  copies  of  National  Archives  Form  8  (2-43)  must 

be  prepared  (when  necessary  use  the  Continuation  Sheet, 
National  Archives  Form  8a),  and  distributed  as  follows: 
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(a) 
it) 
(c) 


3  copies  for  Archives 

1  copy  for  Secretary' a  He cords 

1  copy  for  Records  Unit  storage  persoansl 


Note:    These  copies  with  the  exeeption  of  the  Records  Unit 
copy  will  all  "be  transmitted  to  the  Office  of  Plant  and 
Operations  with  the  memorandum. 

d.  Records  of  an  inactive  natiire  which  do  not  possess  sufficient 
administrative  or  historical  value  to  merit  preservation  should 
he  reported  to  the  Office  of  Plant  and  Operations  with  a  memoran- 
dum descrihing  the  material  hy  class,  date  and  subject  matter, 

e.  Some  material  such  aa  field  carhons  and  mailing  list  letters 
should  he  held  two  years,  then  should  he  removed  from  the  files 
and  given  to  the  storage  clerk  for  immediate  destruction. 

2.    Branch  and  Division  Material  for  Storage; 


a.    Some  records  said  case  material  are  Justifiably  retained  in  the 
Branches  and  Divisions.    Ifhen  this  material  req^uires  semi-active 
storage,  the  office  concerned  will 

(1)  Arrange  for  the  required  number  of  trajisfer  cases, 

(2)  Place  the  records  in  the  transfer  cases. 

(3)  Notify  the  Head  of  the  Records  Unit  that  the 
material  is  being  turned  over  to  the  Records  Unit 
for  numbering  and  storage,  and  arrange  for  the 
moring  of  it. 

(4)  Turzlish  a  costplete  description  of  such  records  and 
include  the  name  of  the  Branch,  or  Division,  the  name 
of  the  person  who  will  request,  service  on  these 
records,  with  his  room  and  extension  number. 


b.    Records  of  an  inactive  nature,  whether  they  merit  retention  in 
the  National  Archives  or  not  should  be  reported  by  the  Branch 
or  Division  to  the  Head  of  the  Records  Unit  by  memorandum,  who 
will  arreuoge  for  their  transfer  and  disposition.    The  Records 
Unit  storage  clerk  will  then  follow  the  procedure  outlined  in 
paragraph  1-c. 

Note:    The  Branch  or  Division  will  be  expected  to  arrange  for 
and  pay  the  expense  (if  any)  of  moving  the  records. 

3.  •  Each  Branch  or  Division  should  call  the  Head  of  the  Records  Unit, 
Extension  3179,  whenever  reference  to  stored  records  is  desired. 

The  Records  Unit  will  remove,  deliver,  and  replace  all  records 
removed  from  storage. 
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ACCOMPLISHMENT  BECORDS  AND  BEPOHTS 


1.  Dally  Report f  -  Classlflera.    Each  claasifier  will  keep  a  dally 
count  of  the  numher  of  pieces  of  commnicatioiis  classified  "by  him, 
A  separate  count  should  be  kept  for  conmuni cations  classified  for 
alphabetic  and  subjective  filing.    All  communications  recpilring 
classification  should  be  counted*  whether  they  are  stapled  together 
or  not.    At  the  close  of  each  day's  work,  the  classifier  should  give 
to  his  Sub-Unit  head,  on  a  slip  of  paper,  his  daily  count. 

The  Sub-Unit  head  will  enter  this  information  on  his  Dally  Accom- 
plishment Record  (Form  FDA-519). 

2.  Dally  Re-ports  -  Tile  Clerks.    Each  file  clerk  will  keep  a  daily 
count  of  the  number  of  pieces  of  communications  filed  by  him. 
Should  he  perform  both  alphabetic  and  subjectire  filing  during 
a  day,  a  separate  count  should  be  kept  of  each.  Communications 
stapled  together  for  filing  (such  as  an  incoming  letter  and  a  carbon 
copy  of  Its  reply)  should  be  counted  as  one  piece. 

At  the  close  of  each  day's  work,  the  file  clerk  should  gire  to  his 
Sub-Unit  head,  on  a  slip  of  paper,  his  dally  count. 

The  Sub-Unit  head  will  enter  this  information  on  his  Daily  Accom- 
ment  Record  (Torm-519). 

3.  Dally  Reports  -  Typists,    Each  typist  will  keep  a  dally  count  of  the 
number  of  folders,  cross-reference  sheets,  index  cards  and  copy 
work  prepared  by  him.    A  separate  count  should  be  kept  of  each  of 
the  items  mentioned. 

At  the  close  of  each  day' s  work,  the  typist  should  gire  to  his 
Sub-Unit  head,  on  a  slip  of  paper,  his  dally  count. 

The  Sub-Unit  head  will  enter  this  information  on  the  Typist's 
Dally  Accostpllshment  Record  (Form  7DA-521), 

4.  Daily  Reports-  Service  Actions.    Each  Sub-Unit  head  will  keep  a  dally 
count  of  the  number  of  service  actions  perforated  by  his  sub-unit. 
This  should  Include  requests  for  files,  either  by  telephone,  mall, 

or  in  person,  and  requests  for  information,  either  by  telephone, 
mall  or  in  person. 

At  the  close  of  each  day' s  work,  the  Sub-Unit  head  will  enter  this 
information  on  his  Daily  Accomplishment  Record  (Form  FDA-519), 

5.  Monthly  Re-pprt^.    On  the  first  work  day  following  the  close  of  each 
month,  each  Sub-Unit  head  will  prepare  his  Monthly  Accomplishment 
Report  (Form  FDa-o20),  in  duplicate;  sign  the  original,  and  forward 
it  to  the  Records  Unit  Head. 
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The  Eecords  Unit  Head  will  have  prepared,  in  triplicate,  a 
summary  of  all  the  auh-unit  reports,  using  the  Eeoords  Unit  Accom- 
plishment Report  (Form  ASD-8).    The  original  and  one  copy  should  "b 
sent  to  the  Chief  of  the  Comnunioations  and  Records  Section, 
who  will  sign  the  original  and  forward  it  to  Mr.  William  L.  Rice, 
Assistant  Chief,  Administrative  Services  Division. 
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Form  AD-I70 

Correspondence  Reference  Form 
Actual  size  8  x  10|  inches 

This  fonn  may  also  be  obtained  in2,  3,  Uor5  part  style,  with 
pre- interleaved  carbon  sheets  and  "Snap-out"  feature. 


>-nMO 

DATE: 
INDEX: 


TO: 
FROM: 
SUMMARY: 


FILED: 

INDEXER: 
REMARKS: 


UNHIED  STATES  OEPAirrMENT  OF  A6RICULTUFS 

CORRESPONDENCE  REFERENCE  FOS 
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7arm  MI^26 
Charge  Out  Card 

Actual  size  11-3/4  x  8-3/4  Inches  with  taA 


( 


Torm  TIliAr-518 

Bacldng  Sheet 

Actual  size  8  x  11-^  inches 

This  form  li^  furnished  on  a  suhstantlal  wel^t  of  colored  stock* 


WAB  rOOD  iOMIBISTBATIOH 
Tood  Slstrlliutlon  Administration 


BACKIHO  SHZD 


Torn  7DA.-518 
(Superseding  ASHV-l) 


THIS  FILE  HAS  BEEN  CHARGED  TO  YOU -PLEASE  RETURN  WITHIN  ONE  WEEK 
IF  FILE  IS  TRANSFERRED -CALL  BR. 

RETURN  TO  THE        CENTRAL  FILE  ROOM        SOUTH  BLD6 
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National  Archives  Form  8  (2-it3) 

Recommendation  for  the  Disposal  of  Executive  Papers 
Actual  size  10^  x  8  inches 


ae 
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X  u 


CO 

s 


2  -  -S 


o  : 

E-i  CO 


Ox 


e  !' 
5  t 


B)  • 
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sr 

'    e  • 
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National  Archives  Form  6a  (2-li3) 

ReccaBBseiidation  for  the  Disposal  of  ExBcmtive  Faj^rs,  contimiation  sheet 
Actual  size  loi  x  8  inches 


( 
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Form  FDA-^17 

Request  for  Files  Service 
Actual  size  5x8  inches 


fi  Fort 


|i    Forn  FDA-617 
f    (Superseding  ASD— 9) 


¥AE  FOOD  AMINISTRATION 
Food  Distriljution  Administration 


BEQUEST  FOE  FILES  SERVICE 


i     LETTER  TO: 


LETTER  FROM: 


DATE: 


SUBJECT 


REQJJESTED  BY:. 


TELEPHOHE:, 
BOOM: 


REMARKS: 
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Pom  fDk'-$19 

D&ily  AccGcplishiQ^  Record 
Actual  size  6  x  10|" 


Ton  TDk-619  WAE  fOOS  iSMZSISmXIOH 

(Aiparsedloe  ASD-^)     Tood  I)iBtrl1)utloa  Adnlni^tratlon 

lULILT  ACCOMPLI  SBNEiHT  BXCOfil) 


Bate 

CLASSITIXD 


Name 

Alphabetical 

Subjective 

Total 

 .  

Name 

Alphabetical 

Subjective 

'                 '   ■ '  ' 

______  —  _| 

Total 

j 

SEEYICS  ACTIONS 

Total: 


r 


Form  FDA-520 

Monthly  Accomplishment  Report 
Actual  size  5x8  inches 


For a  FDA-S20 
(Superseding  ASD— 7) 


WAR  FOOD  ADMINISTEATIOM 
Pood  Distri'bution  Administration 

MONTHLY  ACCOMPLISHMENT  EEPOET 
Date:   Month  of:  


CLASSIFIED 


Alphabetical 

Suhjective 

FILED 

Alphabetical 

Suhjective 

SERVICE  ACTIONS 


In  Charge 


r 


( 


Form  FDA-521 

Typist's  Daily  Accomplishment  Record 
Actual  size  8x5  inches 


Date: 

1 

1 

Cards 

Form  FIlA-521 

(Superseding  ASD-3)                     WAR  FOOD  ADMINISTMTIOH 

Food  DistrilDution  Administration 

TYPIST'S  DAILY  ACCOKPLISHMEHT  EECOED 

Folders 

Cross-refer. 

Total 
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Typist's  Monthly  Accomplishment  Report 
Actual  size  8x5  Inches 


3 


CVJ  W) 

^. 

H  to 
p  10 


CO 

p. 


•8 

xi 

1 


0) 


Si 
o 
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FonsB  ASD-8 

Records  Unit  Acccmplishiaent  Report 
Actual  size  8  x  10^" 


Form  ASD-e         WAB  lOOS  ADMZHISIBATIOE 

Tood  Matmatlon  A4adalstratlo& 


SSCOBTS  JSaiT  AGCOMPLiaEMSHT  BSPORT 


Sftte: 

Month 

of: 

Service  Actions  Performed 

Commani eat lone 
Claisifled 

,   _   

Alphabetic 

Stt"bj6CtiT6 

Comunioatiom 
7iled 

ii    1   ^  _,,  

Alphabetic 

StthjectiTe 

Typed 

  '■  ~  ' 

yoldera 

Cross-refer. 

Index  Cards 

Chief,  Coomnioations  and  Beoords  Saotloa 


( 
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STEUCTUBE  OP  HECORDS  UUIT 


All  communlcatlona  whloh  have  "been  signed  by  the  Secretary  or  anyone 
In  the  Secretary' s  Office  are  cleared  through  the  office  of  the  Head 
of  the  Records  Unit,  Room  2722,  Ibctenslon  3179,  where  a  control  card 
Is  made.  Indicating  to  which  Suh-Unlt  the  file  was  referred. 

This  Is  necesscury  he  cause  of  the  Importance,  volume  and  activity 
of  these  communications. 

Policy  and  procedure  matters  In  connection  with  the  Records  Unit  should 
be  r«f erred  to  the  Head  of  the  Records  Unit. 

following  are  listed  the  twelve  Suh-Unlts  of  the  Records  Unit: 


SUB-UNIT  #1 

In  Charge  Location  Sxtenslon 

Baumann,  Mrs.  C.  D.  Room  2756  6130 

South  Building 

This  Suh-Unlt  Is  responsible  for  classifying,  filing  and  furnishing 
service  on  Incoming,  outgoing,  Inter-offlce  and  Intra-offlce  com- 
munications pertinent  to  the  functions  of  the 

Administrative  Services  Division 
Dairy  and  Poultry  Branch 
Grain  Products  Branch 
Marketing  Reports  Division 

Personnel  Division  (general  correspondence  only) 
Also  under  the  Jurisdiction  of  Sub-Unlt  #1: 

In  Charge  Location  Extension 

Oray,  Mrs.  M.  B.  ij>6,  Agrl.  Annex  2109 

Building 

Theae  files  contain  coiamunl  cat  Ions  and  reports  relative  to 

1.  Railroad  arrangements  for  unloads  of  fruits  and 
vegetables. 

2.  Dally  reports  of  unloads. 

3.  Maxket  News  reports  and  releases  for  Dairy  and 
Poultry,  Pruit  and  Vegetables  and  Livestock. 

4.  Radio  reporos  and  releases. 
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SPB-UNIT  #2 


In  Charge  Location  Bxtenslon 

Ellertrock,  Mrs.  Z.  0.         Room  2744  3037 

South  Building 

This  Sut-Unit  is  responsihle  for  classifying,  filing  emd  furnishing 
service  on  incoming,  outgoing,  inter-office  and  intra-office  communi- 
cations pertiment  to  the  functions  of  the 

Fruit  and  Vegetahle  Branch 
Lives took  and  Meat  Branch 


SUB-UNIT  #3 

In  Charge  Location  Extension 

Zalonis,  Mrs.  A.  C.  Room  2736  5077 

South  Building 

This  Suh-Unit  is  responsihle  for  classifying,  filing,  and  furnishing 
service  on  incoming,  outgoing,  inter-office  and  intra-office  communi- 
cations pertinent  to  the  functions  of  the 

Office  of  the  Administrator  of  War  7ood  Administration  or 
anyone  on  his  Immediate  staff 

Office  of  the  Director  and  his  staff,  including 
the  Deputy  Directors  and  their  Assistants 

A  large  proportion  of  these  communications  are  prepared  "by  the  various 
Branches  and  Divisions  for  the  signatures  of  the  Administrator,  the 
Director,  or  memhers  of  their  staffs.    The  volume  and  activity  of  this 
Suh-Unlt  are  so  great  that  a  control  card  is  made  for  each  letter 
indicating  which  SuVUnit  received  the  file. 
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SUB-UUIT  #4 


In  Charge  Location  Bxtenalon 

Peacock,  Mrs.  A.  A.  Hoom  2741  4964 

South  Building 

This  Suh-Unit  Is  responsilDle  for  classifying,  filing,  and  furnishing 
service  on  Incoming,  outgoing,  inter-office  and  intra-office  communi- 
cations pertinent  to  the  functions  of  the 

Audit  and  Pi  seal  Examination  IM. -vision 
Budget  Dl-Tlalon 

Civilian  Tood  Recjiilrements  Branch 
Civilian  Programs  Branch 
Hnance  and  Accounts  Division 
Food  Industries  Lahor  Branch 
nutrition  and  Pood  Conservation  Branch 


SOB-UNIT  life 


In  Charge  Location  Extension 

Mellgren,  Miss  M.  L.  Boom  2724  2225 

South  Building 

This  Suh-Unlt  is  responsihle  for  classifying,  filing  and  furnishing  ser- 
vice on  incoming,  outgoing,  inter-office  and  intra-office  communications 
pertinent  to  the  functions  of  the 

Fats  and  Oils  Branch 
Processors  Branch 

Program  Analysis  and  Appraisal  Branch 
Requirements  and  Allocations  Control 
Sugar  Branch 

Wholesalers  and  Retailers  Branch 
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SDB-DUIT  #6 


In  Location  Extension 

MUler,  Mrs.  A.  B.  Boom  2727  5563 

South  Building 

This  Sah-Ualt  is  responsihle  for  olassifying,  filing  and  furnishing 
service  on  Incoming,  outgoing,  inter-office  and  intra-office  communi- 
cations pertinent  to  the  functions  of  the 

Jacilitles  Branch 

Transportation  and  Ve^ehousing  Breuich 


SUB-UNIT  #7 


In  Charg^  Location  Extension 

French,  Mrs.  A.  0.  Room  2744  2136 

South  Building 

This  Suh-Unit  is  responsihle  for  classifying,  filing  and  furnishing 
service  on  incoming,  outgoing,  inter-office  and  intra-office  communications 
pertinent  to  the  functions  of  the 

Organization  and  Procedure  Division 
Program  Liaison  Division 
Special  Commodities  Branch 
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In  Charge  Location  Extension 

Hough,  Mrs.  T.  G.  Hoom  2346  2165 

South  Building 

This  Sub-4Jnlt  Is  responsible  for  classifying,  filing  and  furnishing 
service  on  Incoming,  outgoing,  Inter-of flee  and  Intra-offlce  communi- 
cations pertinent  to  the  functions  of  the 

CoBtpllance  Branch 

Note:    The  Conqalianoe  Branch  was  fdrmed  "by  comhlning  the  former 
Investigation  Division  and  Commodity  Sxchange  Branch. 


SOB-UNIT  f9 


In  Charge  Location  Extension 

Neuman,  Mrs.  L.  M.  Boom  203  E.  2305 

Admin.  Building 

This  Suh-dnit  Is  responsible  for  classifying,  filing  cuid  furnishing 
service  on  incoming,  outgoing,  Ihteir-office  and  intra-offlce  communica- 
tions pertinent  to  the  functions  of  the 

Division  of  the  Livestock  and  Meat  Branch 
responsible  for  the  enforcement  of  the  Meat 
Inspection  Act  of  March  4,  1907 
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AGRICULTURAI.  AMBX  SUB-UUIT 


Ifi  Oharf^e  Location  Extenaloa 

Rolslnson,  Mr.  J.  R.  Room  312  2112 

Agrl.  Aimez  Bldg. 

This  Sub-Unit  is  responsi"ble  for  classifying,  filing  and  furnishing 
service  on  incoming,  outgoing,  inter-office  and  intra-office  communica- 
tions pertinent  to  th^  functions  of  the 

Cotton  and  Fihre  Branch 
Tohacco  Branch 

Wool  Division  of  the  Livestock  and  Meat  Branch 
Hay  Section  of  the  Grain  Products  Branch 


PACKERS  MP  STOCKYARDS  SOB-imiT 


In  Camrge  Location  Extension 

Philhrlck,  Mrs.  H.  Room  2744  2163 

South  Building 

This  Suh-Unit  is  responsihle  for  classifying,  filing  and  furnishing 
service  on  incoming,  outgoing,  inter-office  and  intra-office  communica- 
tions pertinent  to  the  functions  of  the 


Division  of  the  Livestock  and  Meat  Branch 
responsible  for  the  enforcement  of  the 
Packers  and  Stockyards  Act. 
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TYPING  AND  SOBTINQ  SDB-UNIT 


In  Charge  Location  Extenalon 

Schmedegaard,  Mrs.  J.  N.      Room  2744  2163 

South  Building 

This  Suh-Unlt  is  responsible  for  performing  all  of  the  typing  functions 
connected  with  the  Records  Unit,  including 

1.  Polders 

2.  Cross-Beference  sheets 

3.  Card  Indexes 

4.  Guide  Inserts 

5.  Copy  Work 

6.  Records  Unit  Reports 

It  is  also  responsihle  for  the  sorting  and  arranging  of  all  communica- 
tions received  in  the  Records  Unit. 
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CUlSSm  CATION  MANUi^i 
ffable  of  Contents 

Page  Ho. 

AdmlnlBtratire  Aibjecte  44 

Cotton  StoDtp  Program  63 

Direct  Diatrllnition  Program  65 

1*00  d  Staotp  Program  66 

School  Lunch  Program  68 

School  Milk  Program  69 

Special  Ins tractions  for  Classifying 

&  Filing  under  the  Master  Manual  70 

Master  Manual  72 


11  mmm 


c 


c 


AUTHOEIZATIONS 


(General  only. 
File  actual  delegation 
to  specific  individual 
in  individual  folder 
under  employee's  name) 


DELEGATIONS  OP  AUOHORITY 

1 

Approval  for  advance  of  funds 

1-1 

Approval  of  vouchers 

1-2 

Attend  meetings 

1-3 

Distribution  of  checks,  bonds 

1-U 

Administer  affidavits 

1-5 

POWER  OP  ATTOKJEY 

2 
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(This  Include B  eub-conunittees, 
boards,  etc.) 


COMITTEBS 


(Classify  "by  name  of  committee,  OUTSIDE  OP  GOVBEMEUT  1 

if  mentioned) 

INTEBDEPAEOMMTAL  2 

(Except  P.D.A.)  INTEADEPAETMMTAL  3 

F.D.A.  1+ 
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COMMUNICATIOIS 


FILSS  1 

Classification  1-1 

System  1-2 

field  Offices  1-2-? 

Regional  Offices  1-2-S 

2 

MAIL  3 

(Use  of)        Air  Mail  3-1 

(Pranking  Privilege)         Postage  3-2 

Postal  Regulations  3-3 

Registered  Mail  3-^ 

(Messenger  Service)         Special  Delivery  3-5 

Personal  3-6 

(General  only.  If  subject  Transmittal  Letters  3-7 
is  given,  file  "by  subject) 

Acknowledgments  3-S 

Preparation  and  handling  3-9 

RUBBSR  STAMPS,  TACSIMILXS,  SI&HATURSS,  SYMBOLS  k 

(Pile  by  title,  if  volume  warrants)          REPORTS  5 

RECORDS  6 

(Disposition  of)  (Archives)          Transfer  6-1 

(Radiograms)  (Teletype)        TSLSORAPH  7 

(Use  of)         TSLSPHOHZ  8 

Conversations  8-1 
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JISGAL 


JUTDITS  1 

(File  as  l&dlcated-lf  travel ,  file  In              Sxceptions  1-1 
Individual  travel  folder  under  trans- 
portation, etc.)                                         Beimbur  semen  ts  1-2 

(General  only-lf  employee  (Money  Orders)  GHSCES  2 
file  alphabetically) 

COLLECTIOHS  3 

(Form  lOW^)         Schedule  of  3-1 

Deposits  3-2 

DISBURSSMSSTTS  k 

(Term  lOSk)         Schedule  of  M»l 

Suspension  h^2 

(Claim  vouchers)         Claims  U«-3 

(nie  by  title,  If  volume  warrants)          BEFORTS  3 

(If  employee  file  alphabetically)         (Salaries)        PA7  SOLL  6 

Service  Certificates  6-1 

Seductions  or  additions  6-2 

Bonds  6-2-B 

(Actual  additions)        Overtiiae  6-2-0 

(Acttial  deductions)        Retirement  6-2-R 

BSCOBDS  7 

ACCOUNTING  g 

System  8-1 

APPROPRIATIONS  9 

(By  division  and  state  if  necessary)         ALLOTMMTS  10 

(Funds  made  available)        Adlrice  of  10-1 

(Request  for  funds)        Application  10-2 

(increase  or  decrease)         Changes  10-3 
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FISCiL 

(Sxpendlturee  -  encum1)reixcee)         Statue  10-4 

(lOSO  Vouchers)        Tranefer  10-5 

BUDaSTS  11 

( General  only)         CONTBACTS  12 

Bonds  12-1 

Transmittals  12-1-T 

Specifications  12-2 

(By  divisions)       Transmittals  12-3 

Assignment  of  numbers  &  symbols  12-4^ 

XXFMSSS  13 

Administrative  I3-I 

Operating  13-2 

(Bills  for  rent,  Tel.  &  (IO3U  Administrative)  VOUCHERS  ik 
Tel.  Service,  etc.) 

Transmittal  l4-l 

TAXATION  13 

Income  Tax  1^-1 

Victory  Tax  15-2 

Bonding  of  Personnel  15-3 
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ISTMTIOHS 


(Broken  down  by  nam  of  i&Tentor)  FATEIFTS  1 
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(Conferences,  Councils,  Boards) 


(Except  P.D.A. ) 


MEETINOS 


ADMIKISTBAITIOH  1 

Washington  i-i 

Hegional  i_2 

Field  1-3 

General  2-1 

War  Boards  2-2 

POOD  BOARDS  3 

PERSONAL  1^ 

Outside  of  GroveiTment  k-1 

Interdepartmental  li._2 
Intradepartmental 

P.D.A.  luk 

( Sunmar i  e  s )          BSFOBTS  5 
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(BullngB) 


OPINIONS 


(Tile  each  agency «e  opinion  OUTSIDE  07  G07SBNMM?  1 

in  separate  folder,  1.  e. 

Attorney-General,  Treasury,  nSI^ESmPARIKSSTAL  2 

etc. ) 

(l&xcept  T.D.A. )         IITTRADXPARTMSirTAL  3 

r.D.A.  U 
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(General  only.    If  an 

FSRSONNSL 

individual  is  involved, 

disregard  the  subject 

and  file  alphabetically 

"by  name  of  individual  ACTIVITIES 

1 

under  the  main  heading 

"Personnel")                                                    Credit  Union 

1-1 

Welfare  Association 

1-2 

Unions 

1-3 

Oroup  Hospitalization 

1-1^ 

Insurance 

1-5 

BONDIHG 

2 

CLASSIFICATIOH 

3 

( Surveys )  BJEPOHTS 

U 

(File  in  special  folders  bearing  name  of  CONTRIBUTIOHS 

5 

organization  or  cause  concerned) 

COUBT  ATTSNDAKCS 

6 

Jury  Service 

6-1 

DETAILS 

7 

(Charges,  debts,  etc.)  DISCIFLIlilS 

8 

DUTIIBS 

9 

Hours  of  duty 

9-1 

Overtime 

9-2 

Dismissal  on  account  of  veather 

9-3 

SFFICISNCI 

10 

MAMINATIONS 

11 

LBATS 

12 

Annual 

12-1 

(Without  pay)  Parlours 

12-2 

Holidays 

12-3 

Military 

12-U 

Sick 

12-5 
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Court  12-6 

POSITIOHS  13 

Applications  13-1 

Appointments  13-2 

(Recommendations)         Endorsements  13-3 

Reinstatements  13-^ 

Per  Diem  Iknployees  13-3 

FROMOITIONS  &  SSMOTIONS  ik 

(Civil  Service)         BATIN&S  I5 

SAJETT  16 

(Tile  alphalsetically  >y  name  of  employee)          Accidents  16-I 

Compensation  16-I-C 

First  Aid  l6-2 

Publications  l6-3 

(Safety,  air  raid,  etc.)          Protective  measures  I6-H 

TERMINATION  I7 

Dismissal  17-I 

Resignations  17-2 

(See  also  FISCAL  6-2-R)         Retirement  17-3 

TRAINING  18 

General  18-1 

Scholastic  18-2 

TRANSFER  19 

IDENTIFICATION  20 

Si^ature  Cards  20-1 
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ringerprinting  20-2 

MILITj^T  PIlSi!E!B£NCI  21 

MOBILIZATION  22 

Deferment  22-1 

(General  discussion)         OVERTIME  23 

2k 

(includes  questionnaires,  forms,  etc.)       INFOBMA.TION  23 

To  employees  25-1 

From  employees  2^-2 

Suggestions  25- 2- S 

Regarding  employees  25-3 

Lists  25-3-L 


I 
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(Includes  T)lndliig) 


PRINTING 


(File  by  ordering  office 
nvmber.    Includes  requests 
and  Issuance  from  stock) 


DUFLICATIHO 
Mimeographing 
Stencils 
Multl graphing 
Mul till thing 
Varl- typing 
Photostating 
Engraving 

POEMS 

(Stock)         Supply  of 
Rerlslon,  standardization,  disposition 
(Por  approval)        Proofs  —  Samples 

CONTEACTS 
Specifications 
Bids 
licenses 
BE(iUISITIONS  —  BSqpESTS 
REPORTS 
POOD  STAMP  BOOKS 
COTTON  STAMP  BOOKS 
PURCHASES 

(neld)         B4BRGMGT  PRINTING 

PLATES 
RATION  BOOKS 


1 

1-1 
1-1-S 
1-2 
1-3 
1-k 

1-5 

1-  6 
2 

2-  1 
2-2 

2-  3 
3 

3-  1 


3-2 


3-3 
% 

5 
6 

7 
8 

9 

10 
11 
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(Pile  by  number,  where  PBOCEDUBB 
possible.    File  revisloiis 
and  supplements  with  ori- 
ginal procedure.    Do  not 

file  correspondence  in  ADMINISTHATIOH  1 
same  folder  with  procedtire 

series)                                       Operational  Instructions  1-1 

Administrator* s  Memoranda  1-2 

Division  &  Branch  1-3 

Field  1-k 

Regional  1-^ 

(Obtain  two  copies;  file  one  here,  DSFARIMBSTAL  2 
and  one  under  appropriate  subject) 

Budget  &  ITinance  2-1 

Personnel  2-2 

Plant  &  Operations  2-3 

Purchase,  Sales  &  Traffic  2~k 

Secretary's  2-^ 

Begolations  3f  USDA  2-6 

EX2CUTIYZ  OBDSBS  3 

OTH££  GOVEBIiKENT  A&MCIXS  k 

(TreasTiry)         Procurement  Division  Circulars  ^-1 

(Pile  requests  for                    TBMSMITTALS  &  QMSRAL  BJCqmSSTS  3 
specific  procedure 
under  code  and  name 
of  such  procedure) 
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PBOCUSSOSKT 

(nie  \>7  name  of  vendor)                  CAIiLOGS  &  FBICS  LISTS  1 

Qaotatlons  1-1 

2 

(File  tj  Office,  Division,  Branch  &  Oity,  IliVMTORT  3 
with  records  of  transfers  of  eqxiipnent) 

(Tile  by  Receiving  Piurty)                Receipts  for  property  3-1 

Transfers  3-2 

LOM  U 

(Including  special  surveys)        REPORTS  3 

6 

(nie  \>y  purchase  order  numher,  with  FURCHASSS  7 
all  supporting  documents) 

Unsatisfactory  materials  &  eo[uipaient  7-1 

Purchase  Authorizations  7-2 

Priorities  7-3 

(Por  gasoline  purchases)         Tax  Exemption  7-U 

SERVICES  g 

(Pile  hy  ordering  office  number.         RECJUISITIONS  —  REQPSSTS  9 
Includes  requests  and  issuance 
from  stock) 

(Treasury  Procurement)         SCHEDULES  OP  SUPPLIES  10 

COHTRACTS  11 

Specifications  11-1 

Bids  11-2 

Rentals  11-3 

SURPLUS  PROPBRTl  12 

Acquisition  of  12-1 
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Disposition  of  12-2 
MAINTENANCE  &  EEPAIR  13 
LOSS,  DAMAGE  &  THEFT  ik 
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c 


(Tile  by  DiTlBion,  Branch,  or  PUBLIC  BELATIOHS 

Program,  as  D.  &  P. ,  7.  &  , 
Pood  Stamp  Program,  etc.) 

COMMiaiDATIOXrS  &  COHGBAmATIOKS  1 

CRITICISMS  2 

(Beaolutlons)         Suggested  Plana  2-1 

EXHIBITS  3 

(Mapa,  charta,  graphs)        Illuatratlona  3-1 

Photographa  3-2 

Motion  Pictures  3-2-M 

Posters  3-3 

( General)         INVOBMAIION  &  INQmEIES  U 

Outside  of  Government  ^1 

Interdepartmental  U-2 

Intradepartmental  U-3 

(News  Releases)          REPORTS  ^ 

RADIO  6 

SPEECHES  7 

Invitations  —  Delivery  7-1 

Copies  7-2 

(Pile  actual  copies  of  publicationa  hy                 PUBLICATIONS  8 
title  and/or  ntunher.    Pile  communica- 
tiona  pertaining  thereto,  in  separate 
folder a) 

(Break  dovn  by  (Issued  from)  Administration  8-1 
program,  %diere  poasihla) 

(issued  from)        Department  8-2 

(laaued  from)         Out aide  8-3 

PRESS  RELEASES  9 

MAILING  LISTS  10 

Directoriea  10-1 
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(General  only.  711e  alphal>etlcall7 
tj  City,  Building  and  Office) 


SPACI 


(General  only;  if  specific  case, 
file  by  city  and  by  contract) 


ASSIGNMMT  &  COITTBOL  1 

MoTlng  1-1 
COHGSSSIOHS  2 
OONSTHJCTION  3 
(Leases)         COISPTBACTS  k 

Bids  U.1 

Specifications  k-Z 
MAINTMiHCS  &  SSPAIR  ^ 
FABKING  PKBMITS  6 
SIS71CSS  7 

Electricity  7-1 

Slevators  7-g 

Heat  7-3 

Ice  7-U 

Janitor  —  Char  7-5 

Telephone  &  Teletypewriter  7-6 

Water  7-7 

Towel  7-8 
PASSES  8 
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(Eail,  truck,  water,  air.  Pile  by  JSSlGm  &  SXPESSS  1 
company,  i&cludlng  Touchtr  Information 

1067) 

(General  only.  Tile  under  program  Bills  of  Lading  1-1 
vb-Bn  poBsil)le) 

((reneral,  including  Toucher  correspondence)           Claime  1-2 

Dai&ages  &  Losses  l-2->D 

(Employees)          Household  Sffects  1-3 

Packing  1-4 

Bouting  1-5 

Shipments  1-6 

(Bfites  on  actual  shipments)          Tariffs  1-7 

(Delay)         Demurrage  1-7-D 

Storage  in  transit  1-8 

(O-eneral  correspondence  only —             (Tra-rel)          FJLSSENGSR  2 
file  all  material  relating  to 
an  individual  L/A  or  trarel 
in  individual  folders  hy 

name,  alphahetically)                              Advance  of  Funds  2-1 

(Use  of)        Auto  2-2 

Itineraries  2-3 

Letter  of  Authorization  2-4 

Regulations  2-3 

(Per  diem  allowance)        Subsistence  2-6 

Transportation  Request  Books  2-7 

Travel  Orders  2-8 

(1063  by  Company)        Vouchers  2-9 

Change  of  official  station  2-10 

Gasoline  Ration  Books  2-11 
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TBMSFQRTATIGS 


Priorities  2-12 

BASS  iDJUSTKMTS  3 

HailroadB  3-1 

Vater  3-2 

Trucks  3-3 

INTOfiMAIIOH  &  INQmRlBS  U 
Outside  of  (rovernment 

InterdepBTtmental  k~.2 

Intradepartmental  U-3 

(Pile  by  title,  if  Tolume  warrants)         EBPOETS  5 

COSrsmASION  6 

Tires,  Trucks  &  Gasoline  6-1 

Hailroad  Squipment  6-2 
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(Following  8ul)ject8  ar©  for  COTTOH  SUAMP  ERO&BiM 

general  correspondence  only. 
Material  regarding  operation 
of  Stamp  Flan  in  a  specific 

locality  to  t>e  filed  "by  State  APPLICASIIOH:  1 
and  City,  Town  or  County,  as 

applicable.  Tile  of  a  COMMODITI£S  2 
locality  may  be  broken  down 

by  subject  where  volume  SCOIOHIC  MALTSIS  3 
warrants) 

(Participation)        Case  Load  3--1 

Grocery  Trade  3-2 

Surpluses  3-3 

lETFOBMATIOH  &  lUqmBIES  k 

Outside  of  Government  U-1 

Interdepartmental  ^2 

Intradepartmental  U>-3 

(Pile  by  title,  if  volume  warrants)          REPORTS  5 

RIGULATIONS  6 

(Case  file  if  citation  issued)        Violations  6-1 

COTTOH  STAMPS  7 

(Policy  regarding)         Issuance  7-1 

Transfer  of  Custody  7-1-T 

Loss  and  Protection  and  Stolen-damage  7-2 

Note:  This  program  is  Purchase  and  Sale  7-3 
graducdly  dying  out,  but 

must  remain  in  the  current  Redemption  7-^ 
manual  until  it  is  entirely 

closed  out.                                   (^67)        Requests  for  7-5 

Shipments  1-3-S 

(Policy  regarding)        Use  of  7-6 

(Porm  H^llk)        Receipt  for  7-7 

Cancellation  &  Disposition  7-8 

Covers  7-g-C 
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C05!M  UTMF  PEOGIUM 


(To  th©  Trade)         IITSTBUCTIOirS  8 
SITOSITQEIBS  9 
SLIGIBILITT  10 

Relief  Recipient  10-1 

Trade  10-2 
(Preliminary)         SDRVBTS  11 

(Including  Notices)        Designation  11-1 

REVOLVING  lOHD  12 
(By  States)         SMA  GOMMITTSSS  I3 
PROMOTIONAL  MATERIAL  lU 
QIUESTI0NNAIR3S  I3 
AGREEMENTS  I6 


-64- 


(Following  suljjecta  are  (DIKBCT)  DISTBIBUTIOIT 

general  only.  Specific 
material  under  distri'bution 
program  to  "be  set  up  "by 

commodity  and  'by  state,  and  COMMODITIliS  1 

broken  down  "by  subject  in 

the  respective  state  files  Allocation  of  1-1 

where  volume  warrants) 

Availability  of  1-2 


Request  for  1-3 

Receipt  for  1-1+ 

Shipments  1-5 

Shortage  1-3-S 

Storage  1-6 


Inspection  1-7 

CONSUMl&R'S  ACCSFOiAlirCE  2 

PARTICIPATION  3 

IinOBMATIOlSr  &  IHQmRISS  k 

Outside  of  Gevemment  U-1 

Interdepartmental  U-2 

Intradepartmental  U-3 

(Tile  by  title,  if  volume  warrants)        REPORTS  5 

6 


Hote:    This  program 
is  gradually  dying  out, 
but  must  remain  in  the 
ctxrrent  manual  until  it 
is  entirely  closed  out. 


PROJICTS  7 

W.P.A.  7-1 

Canning  7-2 

COlITAIirERS  8 
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i 


general  correspondanc©  only. 
Material  regarding  operation 
of  Stamp  Plan  in  a  epecifle 
locality  to  be  filed  "by  State 
and  City,  Tovm  or  County,  ae 
applicable.    File  of  a  local- 
ity may  "be  broken  down  by 

Babject  where  volume  warrants)                               iPHiICASIOfi  1 

(Distributed  under  Stamp  Flan)         GOMMOSITIIS  2 

ECONOMIC  MALTSIS  3 

(Participation)         Case  Load  3-1 

Grocery  Trade  3-2 

Surpluses  3-3 

INTOBMAKOI  &  IHQ,UIHISS  k 

Outside  of  Govemment  U~l 

Interdepartmental  k~2 

Intradepartmental  U-3 

(File  by  number,  where  yolume  warrants)        ^SPORTS  ^ 

BSGDIATIOHS  6 

(Case  file  if  citation  issued)        Tiolations  6-1 

FOOD  SlikMPS  7 

(Policy  regarding)        Issuance  7-1 

Transfer  of  Custody  7-1-T 

Loss  and  Protection  and  Stolen-damage  7-2 

Insurance  7-2-1 

Porchass  and  Sals  7-3 

Kote:    This  prograa 

is  gradually  dying  out.  Badsnption  7-U 
"but  mast  rsBmin  in  the 

current  manual  until  Baquasta  for  7-^ 
it  Is  entirely  closed 

out.                                                     SMjBwnta  7-5-S 

(Poli^  ragarding)      TJaa  of  7-6 
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FOOD  STAMP  PRO&fiJLM 


(Form  M-llU)        Eeceipt  for  7,7 

Cancellation  &  Disposition  7«g 

Covers  7-8-C 

(To  the  trade)       USTSTBUCTIONS  g 

DEPOSITORIES  9 

ELI&IBILITT  10 

Relief  Recipient  lO-l 

Trcuie  10-2 

(Preliminary)       SDR7BTS  H 

(Including  notices)        Designation  ii_i 

RBVOLVIirG  FDMD  12 

(By  States)         SMA  COMMITTEES  13 

PROMOTIOUAL  MATERIAL  lU 

QjDESTIOmiiAIRSS  13 

AGRSI34ENTS  16 


i 


(General  correspondence  SCHOOL  LUHCE  ?30GliM 

only.  Material  on  a  apecifie 
program  to  ^e  filed  State, 
City,  Town,  or  County  as 

applicable.  Pile  of  a  APPLICATION  1 
locality  inay  1)e  "broken  dovn 

by  subject  i#here  ▼olume  Participation  1-1 
warrants) 

Withdrawal  1-2 

iUTHORIZASIOH  2 

CASS  LOAJ)  3 

IHFOBMATIOI  &  IHQmBIXS  k 

Outside  of  Goyemment  k^l 

Interdex>artmental  ^2 

Intradepartmental  4-3 

(file  by  title,  if  ▼oluae  warrants)        BEPOHTS  5 

fi]GGULASIO]fS  6 

Violations  6-1 

(State)        C0MM0DITII3  7 

JUSTinCAIIOH  8 

COITTEACTS  9 

ILiaUILITI  10 
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C 


1 


(General  correspondence 
only     Material  on  a  specific 
program  to  be  filed  "bj  State, 
City,  Tovn,  or  Cotmty  as 
applicable.    Pile  of  a  loccdity 
may  be  broken  dovn  by  cabjeet 
where  Tolmne  warranti) 


( Including  correapondence  on 
Procedure  and  Policy) 


SCHOOL  MILS  mmjM 

APPLICATIOH  1 

Participation  1-1 

Withdrawal  1..2 

SUB72TS  2 

Deei gnat ion  2-1 

BCOHOMIC  AEULTSIS  3 

IHIOBMASIOH  &  IiqpnEISS  U 

Outside  of  Goyemaent  ^1 

Interdepartmental  ^2 

Intradepartmental  ^3 

BSFOBTS  ^ 

B2(H]LATI0HS  6 

Tiolations  6-1 

Ameadmenta  6-2 

7 

CLAIMS  8 

Touchers  8-1 

COSnCRACTS  &  ASBJmsWSS  3 

Bids  9-1 

Bonds  9-2 

XLiaiBILITT  10 
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SPECIAL  INSTBHCTIONS  POH  CLASSIITING 


MD  FILING  mom  THE  MASTER  MAISIUAL 


The  following  pages  of  the  manual  are  deelgned  to  take  care 
of  program  conmiunications  received  "by  or  prepared  "by  the 
following  Branches,  Divisions  and  Administrative  Offices: 

Cotton  and  Fihre  Branch 
Dairy  and  Poultry  Branch 
Fats  and  Oils  Branch 
Fruit  and  Vegetable  Branch 
Grain  Products  Branch 
Livestock  and  Meat  Branch 
Special  Commodities  Branch 
Sugar  Branch 
Tohacco  Branch 

Civilian  Food  Requirements  Branch 
Civilian  Programs  Branch 
Food  Industries  Labor  Branch 
Nutrition  and  Food  Conservation  Branch 
Organization  and  Procedure  Division 
Processors  Branch 

Program  Analysis  and  Appraisal  Branch 
Program  Liaison  Division 
Requirements  and  Allocations  Control 
Transportation  and  Warehousing  Branch 
VHiolesalers  and  Retailers  Branch 


Communications  which  refer  to  a  specific  commodity,  manu- 
facturer or  wholesaler  need  not  he  classified  by  the  subject- 
numeric  code,  for  example; 

a.  Dairy  and  Poultry     Classify  and  file  alphabetically 
by  name  of  specific  commodity,  such  as  butter,  eggs, 
cheese,  etc.    Stamp  D&P  on  communications,  encircling 
the  specific  commodity  with  red  pencil. 

b.  Fruit  and  Vegetable.    Classify  and  file  by  name  of 
specific  commodity,  such  as  peaches,  apples,  citrus 
fruit,  cabbage,  potatoes,  etc.    Stamp  communications 
F&V  and  encircle  commodity  with  red  pencil. 

When  communications  are  about  one  commodity  such  as  sugar, 
tobacco,  cotton,  etc.,  the  entire  file  of  the  particular 
Branch  must  necessarily  be  coded,  for  example: 


C 


a.  Sugar  Branch.    Classify  &  communication  tranemitting 
a  report  on  sugar  "Sugar  5-5" 

"b.  Tobacco  Branch.    Classify  a  coassunicatior  designating 
a  tohacco  market  "Tohacco  g"  and  encircle  the  city. 

Communications  received  as  a  result  of  Pood  Distribution  Orders 
should  he  set  up  \inder  the  Order  numher;  for  example,  the 
guide  card  could  reeui  ''FDO  #27  &  22**  and  the  communications 
filed  hy  Companies  3nd  Manufacturers  behind  that. 

In  cases  where  the  volume  of  material  for  any  one  commodity 
becomes  unwieldy,  it  may  be  either  broken  down  by  code  or 
set  up  in  monthly  folders. 

Classifiers  and  file  clerks  should  be  grouped  to  classify 
and  file  communications  of  certain  Branches  and  Di visions , 
but  should  be  trained  to  classify  the  overall  prograais;  for 
example,  one  group  could  be  responsible  for  all  Livestock 
and  Heat  Branch  and  fruit  and  Tegetable  Branch  communications. 
Another  ml^t  have  T&ts  and  Oils,  Program  Liaison,  Special 
Commodities,  etc. 

Zach  section  of  work  should  be  kept  separate  and  arranged 
alphabetically  in  the  file  room. 

Only  one  admiz^strative  file  and  only  one  alphabetical  index 
(green  carbon)  file  should  be  maintained  in  each  Sub-Unit. 

Toluae  of  work  governs  the  most  efficient  arrangement  of 
personnel  and  files  in  any  records  room. 


MASTISE  KMUAL 


(Classify  \>y  commodity  when  APPLICATION  JOR  SERVICE  1 
posBi'ble) 

CONSERVATION  ORDERS  2 

Containers  2-1 

(Performance  v»f  work)         BONDS  3 

Additional  Amount  3-1 

Approval  of  3-2 

Transmittal  of  3-3 

(These  may  te  broken  down  hy  INFORMATION  AND  INQUIRIES  k 
program;  for  example,  One 

Variety  Cotton  ImproTement  Outside  of  government  ^-1 
Program  to  or  from  o\ir  personnel 

would  he  classified  k-k  -  One                Interdepartmental  U-2 
Variety  Cotton  Improvement 
Program,  etc.) 

(Except  F.D.  A. )    Intradepartmental  U-3 

P.D.A.  U-U 

REPORTS  -  RECORDS  5 

Outside  of  Goverzunent  ^-1 

Interdepartmental  3-2 

(Except  F.D.A. )    Intradepartmental  3-3 

P.D.A.  5-U 
Market  News  Service  3-^MKS 

Progress  5-^P 

Trip  5-U-T 

Studies  -  Surveys  -  Tahles  5-5 

CERTIFICATES  6 

Application  -  Request  for  6-1 

Fee  6-2 
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(Terminologsr)          Information  Shown  on 

6-3 

Voiding  of 

6-U 

(includes  agreements  and  memorandums  COOFEBATIOH 
oi  uncierB vanuingy 

Outside  of  Oovemment 

7 

7-1 

Interdepartmental 

7-2 

(Except            )  Intradepartmental 

7-3 

P.D.A. 

(Cities  and  markets)  DSSIGHATIOHS 

S 

Referendtuns 

8-1 

(Inspection,  grading,  etc.)          7S£S  -  COSTS 

9 

(On  1)0zes,  cans,  sacks,         LABMiS  -  TAGS  -  LEGENDS  -  I<IUM£ERS 

IKPOETATIONS 

10 

11 

INSUBMCS 

12 

(Case  material  on  complaints,            LEGISLATION  -  BEGULATIOHS 
hearinss .  InTSBtlfations .  etc. 

alphal)etically  by  name  of  res-  Federal 
pondent;  if  formal  case  develops^ 

add  docket  number  to  folder* )  State 

13 
13-1 

13-2 

City 

13-3 

Amendments  to 

13-^ 

Violations 

13-5 

LICENSES 

Ik 

Amendment  to 

(Transmittal)       Application  -  Issuance 

lU-2 

Fee 

iU-3 

Foras 

lk.k 

Posting  of 

lU.5 

Benewal  -  Restoration 

14-6 

Suspension  -  Revocation  -  Cancellation 

lU-7 

MASlOSTINa  OFISATIOH  1^ 

Iquipment  -  racilltiet  15-1 

Priorities  15-1-P 

Semonatrations  &  Schools  15-2 

ConBtruction  &  Desiga  15-3 

Produce  Supply  Informatioa  15-^ 

Beorgaziizatlon  15-5 

Selling  Hourt  15-6 

financial  Assistance  15-7 

Manpower  15-8 

TBADB  PBACTICXS  l6 

Bribes  l6-l 

Backets  l6>2 

Unethical  l6-3 

AWABSS  17 

P.S.C.C.  notices  17-1 

"A"  17-2 

Anay-Havy  "E"  17-3 

PRICKS  18 

Quotations  18-1 

(Other  than  storage  or  transportation)         BATES  -  TARIFFS  19 

Schedule  of  19-1 

REGISTRATIONS  20 

Forms  20-1 

OFFERS  OF  FACILITIES  21 

(For  classing,  inspection,  grading,  testing,  etc.)       SAMPLES  22 
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Collection  of  22-1 

CorrectlonB  -  Adjastinents  22-2 

Parch&se  or  disposition  of  22-3 

Bequest  for  22-H 

Sampling  Procedure  22-5 

Beport  of  Hndinge  22-6 

Classing  22-7 

(Bail,  Iruek.  Water,  ilr  -  relating  TBABSFOBXATIOH  23 
to  prograa  only) 

Bills  of  Lading  23-1 

(Charges)        Bates  -  Tariffs  23-2 

Glaljas  23-3 

Damage  &  Loss  23-3-D 

E@consi0E>aent  23-U 

Packing  23-5 

Shipments  23-6 

Certificates  23-6-C 

Tieid  23-6-r 

Demurrage  23-7 

Beports  23-8 

SPBCinCATIOHS  2k 

Approval  of  2^4-1 

forms  2^-2 

Bevision  of  2^3 

SXAIDABDS  25 

(Tohaeco,  Wool,  Cotton)        forms  25-1 

Demonstration  of  25-1-D 
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Duplicates  25-2 

Dajsage  to  or  loss  of  25-2-D 

Loan  of  25-2-L 

Sale  of  25-2-S 

Modification  of  25-3 

Proposal  of  25-U 

STOBA&E  26 

Cold  Storage  Reports  26-1 

Tobacco  Stocks  Reports  26-2 

(Charges)         Rates  -  Tariffs  26-3 

Schedule  of  26-3-S 

Warehouse  Receipts  26-U 

Damage  26-5 

TECHNICAL  EqjJIHOJNT  27 

Priorities  27-1 

PURCHASING  28 

Contracts  28-1 

Bids  28-1-B 

(Abstracts  of  Declaration)       Offers  28-2 

Allotments  28-3 

Bxiying  Directions  28-^ 

Surplus  28-5 

Storage  28-6 

Damage  28-6-D 

Refrigeration  28-6-R 

Purchase  Announcements  28-7 
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(Money  due)         Vouchers  28-8 

Storage  28-8-S 

Salvaging  28-9 

(Broken  down  by  kind)         CONTAIITERS  29 

DIVERSION  30 

PROGRAM  PLMNIKG  &  MALYSIS  31 

Production  Goals  31-1 

Post- War  Planning  31-2 

RATIOKIBG  32 

(Area  and  Commodity)         SUBSIDIES  33 

(Broken  down  "by  classes  of  diets  -  Diabetic,  KUTRITIOII 
etc. ) 

IX)OD  CONTROL  35 

Allocation  of  Supplies  35-1 

Government  Requirements       ~  35-2 

Civilian  Reauirements  35-3 

Conservation  35-^ 

ORGANIZATION  ANB  PROCEDURE  36 

Outside  of  Government  36-I 

Interdepartmental  3^-2 

(Except  F.D.A. )    Intradepartmental  36-3 

F.D.A.  36-U 

Field  36-U-F 

Regional  36-^+-R 

Washington  36-U-W 
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